R flesource
entre

Secretary’s Role

Role of Officers

Prior House

6 Tilbury Place

Brighton BN2 0GY

Tel. 606160 Fax. 673663
info@resourcecentre.org.uk
wWww.resourcecentre.org.uk

Erighinan
& Foww

FarrerwAif
Supported by the &

SEEDA fund for
regeneration

Brighton & Hove

City Council supported

Published February 2002

Page 1

Most Committees have a Chair, Secretary and Treasurer.

The Chair is responsible for the smooth and fair running of the
organisation. Their main job is to chair the meetings of the
organisation.

The Treasurer has overall responsibility for the organisation’s
finances.
Their main job is keeping financial records.

The Secretary is responsible for keeping people informed about the
organisation’s activities. Their main job is taking minutes of
meetings.

This information sheet looks at the Secretary’s job. There are

separate sheets on the ‘ and ‘[The Treasurer’s jobf.
What does the Secretary do?

The exact work of the Secretary will vary from organisation to
organisation. It is worth having a discussion in your group to agree
what the responsibilities of all the Management Committee members
should be.

This list can be used as a guide to the Secretary’s job: -
* Taking minutes in meetings.
*x Keeping files of past minutes and reports.

* Letting people know when and where the next meeting is and
what it is about.

*  Helping to prepare agendas for meetings with the Chairperson.
*  Writing and receiving letters on behalf of the group.

* Keeping members informed of what correspondance has been
sent out and received.

*x Keeping a record of membership.
*x Keeping a record of important phone numbers.

How you organise this work is up to your group to decide. You may
want to divide the jobs up amongst a number of people. You could
have a minutes secretary, a correspondence
secretary, a membership secretary.

Or you may want to have a Secretary and
Chairperson who work closely together, and
share some of these tasks.

It just depends on the size of your group, the
amount of time people have available, the skills
people have, and what people like doing.
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Taking Minutes

The Resource Centre’s Taking minutes is an important part of the job, and can be a bit

information sheet daunting when you first start.
| Minuteq’ has more detailed
advice and tips. The basic tasks for the minute-taker are:

*  Taking rough notes during your meetings.
*  Writing up these notes neatly or typing them out.
* Copying and distributing them to relevant people.

* Keeping all minutes together in a file for future reference.

Tips on being a good secretary

Organisation

* File things! This is very important - you need to be able to find
papers and reports quickly and easily. Get a stack of cheap
cardboard folders and label them. Have a separate file for every
important issue.

* File things quickly. Don’t let huge mounds of papers you haven’t
looked at build up. If you sort them out regularly it is a small
and manageable job.

* Have a ‘to do’ list or notebook. It helps to have
everything you need to do written down in one place. Don’t
rely on your memory.

* Get a book to record correspondance the group receives.

* Get a diary to record dates of future meetings.

Share information

Make sure information that comes to you gets passed on, or
publicised more widely. Often things for a group are sent to
the Secretary and never get any further.

*  Work closely with other Committee members, particularly the
Chair.

Don’t take on everything

* A common complaint from Secretaries is that they end up doing

The Resource Centre also everything. Be clear with your Committee about what tasks you
produces information sheets will do.
on * If you start to feel over burdened, talk about it with your
Chairing a meeting Committee, and see if jobs can be shared out more.
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